City of Fresno 150031
LABOR RELATIONS SPECIALIST

Class Definition

Under generd supervision, performsavariety of professond activitiesin support of acomprehensivelabor
rel ations management system.

Distinguishing Characteristics

Labor Rdations Specidist is a journey level class assgned to the Labor Relations Divison of the
Depatment of Adminigrative Services. Incumbents perform a variety of andytica and adminidtrative
assgnments in labor-management relaions and rdated functions. This classis distinguished from Senior
HumanResourcesAndyd inthat thelatter isthefirgt-line supervisory leve inthe Human Resources Andlyst
series. It is diginguished from Management Anays 11 in that incumbents of the latter perform a broad
range of administrative support duties in an operating department or division.

Typical Tasks

(This ligt is naither inclusive nor exclusve. Consequently, this information may not reflect Essentid
Functions for this class)

Desgns and implements labor relations programs, prepares notices, announcements, and other related
materias.

Coordinates, designs, and administers labor reations-related procedures, including reviews, written and
performance measurements, and assessment techniques.

Uses automated software to conduct analysis.
Conducts labor relations based studies and audits, devel ops, updates, and revises such studies and audits.

Collects compensation and benefit data and prepares analyses and reports; provides classification,
compensation, benefits, and other information to other agencies.

Maintains familiarity with the implementationand monitoring of equa employment opportunity compliance
and affirmative action policies and programs.

Prepares and/or conducts training programs/workshops on the application and interpretation of collective
bargaining agreements.
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Collectsinformation and provides staff support during negotiationswith employee organizations and/or for
grievance proceedings, conducts grievance and discipline investigations, makes recommendations and
provides related technica support.

Assigsin the preparation of arbitration proceedings and unfair |abor practice charges.

Conferswith, and interprets policies, procedures, and regulationsfor, City employees and representatives
of employee labor organizations, and is responsble for the day to day adminigtration of memorandums of
understanding (MOUs).

Prepares reports, correspondence, and a variety of written materias.

Performs related duties as required.

Knowledge, Ability, and ills

Knowledge of the principles and practices of recruitment and examination, position classfication, job
andyss, sdary adminigration, and test congtruction, analyss and evauation.

Knowledge of the principlesand practices of collecting and comparing sdary dataand benefit information,
and internal and market influences affecting wage determination.

Knowledge of and ability to research federa, state, and local legidation/statutes and mgjor court decisons
pertaining to labor-management relationshipsin Cdifornialoca government.

Knowledge of a variety of personad computer software gpplications for word processing, applicant
tracking, spreadsheets, and data bases.

Knowledge of the principles and practices of the collective bargaining process in the private and public
sector.

Knowledge of federal and state regulations gpplicable to |abor relaionsin the public sector.

Ability to andyze a variety of administrative problems and to make sound policy and procedurd
recommendations for their solutions.

Ability to interpret and apply civil service regulations, and provisons of contracts, ordinances, negotiated
agreements and other regulations or policies pertaining to human resources activities.
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Ability to prepare clear, concise, and comprehensive reports, records, correspondence and other written
materias.

Ability to make clear and persuasive ord presentations.

Ability to develop and maintain effective working relationships with those contacted in the performance of
assigned duties.

Minimum Qualifications

Graduation from an accredited college or university with a Bachdor's Degree in Public Adminigration,
Business Adminidration, Personnel Management, Industrid Relations, or ardated fied; and one year of
professiona experience in a comprehensive labor reations management sysem. Additiond qudifying
experience may be subgtituted for the required education on a year-for-year basis.

Necessary Special Requirement

Possession of avdid Cdifornia Driver's License may be required at time of gppointment.
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